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Step by Step Guide for Update Register of Registrable 

Controller 

Steps  Descriptions  

  
1.  

  
Go to www.bizfile.gov.sg  
 

 
  

2.  Click on ‘eServices’. 
 

 

http://www.bizfile.gov.sg/
http://www.bizfile.gov.sg/
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3.  Click on ‘Others’.  
 

 

4.  Click on ‘Update Register of Registrable Controller’.   
  
You will be re-directed to the Login Page. If you need help, please refer to the step by 
step guide on Login.  
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5.  The checklist page is displayed.  
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6.  If you wish to upload the RORC information in bulk, please download the prescribed 
Excel template via the link available in the checklist. Next, input all the relevant RORC 
information* of the entities that you would like to upload in the Excel template.  
 
Once you have verified that all information is correct, select ‘Bulk Upload’ in the option 
below and before click on ‘Next’. Proceed to step 8.  
* Please note that the bulk upload function cannot be used to update corporate 
controllers that are foreign entities not registered with ACRA. If your entity has such 
foreign corporate controllers, you should only use the ‘Individual Upload” option. 
Proceed to step 7. 
 

 
 

7.  If you wish to upload the RORC information for a single entity individually, please select 
“Individual Upload’, enter the UEN of the entity and click on ‘Next’. Proceed to step 10.  
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8.  Update Register of Registrable Controller bulk upload screen is displayed.  
 

 

9.  Upload the excel template that you have saved by clicking on ‘Choose File’.  You will 
need to wait for the file to be read and uploaded. 
 
Note: The upload speed will be dependent on the number or records submitted. The 
maximum number of records for the bulk upload template is 500 records.  
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Once the upload is completed, the uploaded details will be reflected in the table below. 
Click on ‘Submit’ once you have verified that the records are correct.  
 

 
 
 
Once submitted, the number of records uploaded successfully or rejected due to errors 
will be shown in a pop-up window. 
 
You can click on the ‘Download’ link for more information on the records that were 
rejected due to errors.  
 

 
 
Note: Once the pop-up screen is closed, the Bulk Upload form will be refreshed to allow 
you to upload a new template. 
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10.  Update Register of Registrable Controller e-form is displayed for “Individual Upload”.  
 
Select the option for ‘Is the entity exempted from Register of Registrable Controllers 
(RORC) requirement?’ 
 
If the option selected is ‘Yes’, proceed to step 11. 
If the option selected in ‘No’, proceed to step 13. 
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11.   If you have selected ‘Yes’, there will be no need to provide any RORC information. 
Click on ‘Submit’ and proceed to step 12. 
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12.  Verify all the details in the Preview page and click ‘Confirm’; Otherwise click ‘Exit 
Preview’ and make the relevant changes before you submit the transaction.    
 
Proceed to step 28. 
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13.   Click on ‘Add Registrable Controller’.  
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14.   For individual controller, select the ‘Category’ as Individual.  
 

‘Identif ication Type’ and ‘Identification No.’ will be displayed  
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15.  If the Identif ication type selected is NRIC (Citizen), NRIC (Permanent Resident) or FIN 
Holder, enter the Identification No. and Name, then click on ‘Retrieve’ command button.  
 

 
 

16.  Note: before entering the name, click on the help icon and here to view acceptable 
format of the name.   
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17.  Enter the relevant information required and click on ‘Add’ command button.  
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18.  If the Identif ication type selected is Passport/Others, enter the Identification No., select 
the ‘Nationality’ and click on ‘Retrieve’ command button.  
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19.  Enter the relevant information required and click on ‘Add’ command button.  
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20.  Once added, the appointed registrable controller details will be updated in a tabular 
format.  
 

 
21.  For Corporate controller, select the ‘Category’ as Corporate.  

 
If the corporate controller is an existing entity, enter entity’s UEN or Entity Name and 
click on ‘Search’.  
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22.  The entity’s details will be displayed.  
 
Enter the relevant information required and click on ‘Add’ command  button.  
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23.  If the corporate controller is a new Unregistered Foreign Entity (i.e. foreign entity not 
registered with ACRA), click on ‘Add New UF’ command button.  
 

 
 
In the pop-up window enter the ‘Entity Name’, ‘Foreign Address’, select the ‘Country of 
Incorporation’ and click on ‘OK’ command button.  
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24.  The new UF details will be displayed.  
 
Enter relevant information required and click on ‘Add’ command button.  
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25.  Once added, the appointed registrable controller details will be updated in a tabular 
format.  
 

 
26.  Review the details and click on ‘Submit’.  

 

 



 

 Update Register of Registrable Controller Page 21  

Steps  Descriptions  

27.   Verify all the details in the Preview page and click on ‘Confirm’; Otherwise, click on ‘Exit 

Preview’ to make the necessary changes.  

 

 
 
 
 
 
 
 
 
 
 
 
 



 

 Update Register of Registrable Controller Page 22  

Steps  Descriptions  

28.  Acknowledgement page will be displayed.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


